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~5THE OF CAUFCORNIA

RECORDSRETENTION SCHEDULE

APPROVAL REQUEST

510,72 (REV. -89

(1} DEPARTMENT, 8OARD CR COMMISSION

Corrections

DIVISION, BUREAU OR OTHER UNTT

INS: Institution Services Unit

Subm# thrae coples with three nu.u.mmm of the
Records Retention Schedule, STD. 73.

ADOAESS
1515 S Street, Sacramento

TO: DEPARTMENT OF GENERAL SERVICES
OFEFICE OF INFORMATION SERVICES
- 1500 5th Street, Room 116

GHECK THE APPROPRIATE BOXIT ™ = Tt s T
@ D New schedule of records that have never been scheduled. (Compiete boxes §- 8.},

Revising a previous schedule. ﬁhoan\mnm boxes 5~ 12.)

: @D Contains no material subject to further raview by the California State

? L

# D bamnamaumoamum@mmowmunm...mocmmngac_m. «Ooan\mmmuoxmmm-nm.v
{The original approval number wilt remain in effect.}

Sacramento, CA 95814 (or IMS C-39) (A new approval number will be assigned.)

(916) 445-2294 or CALNET 485-2294

NEW SCHEDULE (5} SCHEDULE NUMBER {6} ] SCHEDULE DATE ] (7} NUMBER O-.w PAGES ﬁmu Oﬂm__o FEET (Total Schaduis)
JMMM%MM@Z 16842 December 1, 1996 |- 2 , . 50
BREVIOUS SOHEDULE {9) SCHEDUAE NUMBEFRYS) i) %mm0<&r HUMBER{S) (11} APPACVAL wb.ﬂmﬂmﬂ (19 PAGE w..ACImmmawv REVISE:

PART | -- AGENCY STATEMENTS

As the program manager [or persan authorized to sign for the program manager) directly responsible for the records listad on

- - . the aftached scheduls, [ certify that all records are listed, that | have raviewed the need for the records, (per Section 1611 of
the State Administrative Manualj that sach retention period is necessary and coirect as scheduled, and {for a revised
schedule} that all itams on the previous schedule have been accounted for. :

e e
e T

ECILY RESPONSIBLE FOR THE RECOROS

E&mm (15) DATE SIGNED

ol

03
o)

= &m&%\q\q 20

in m.nnqﬁmanm with Government Cade 14755, approval of the attached Records Restention Schedule by the Department of
General Ssrvices is hereby requested. Retention periods have bean established by this agency after a careful gvaluation of
all the factors listad in Saction 1667 of the State Adrministrative Manual. - - - . SRR

| hereby certify that | am authorized to act on behalf of the head of this agency in matters pertaining to the retention and
disposal of records. (Per Section 1611 of the State Administrative Manual) . :

1n TTNE o . -
Departmental Records Coordinatorn -

(161 sz»&m\m*n%mmm MANAGEMENT »M%a
w  faatial (ol

%) NAME [Brmdd o Typed) (15 TELEPHONE (20) DATE SIGNED
Kristine BEstes _ 323-4095 . 1/27/97

BPART N - DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Gavemment Code Section 14755)

[ SONATURE—OIS COMSULTANT @5, AEPROVAL NOMBER:
& .

& 5 fh L
R K
5 TR %) DATE SKGNED.

Records Xmsgmx‘wm\xwﬁn&m@awﬁrfws* aflar

MART W - ARCHIVAL SELECTION (Per Government Code Section 14755}
THE ATTACHED RECORDS RETENTION SCHEDULE: c

Archives

Contains material subject to archival review. tems stamped “Hold/MNotily
nm_ﬂ

DV Archives” may not be destrayed without clearance by the Sacratary of

State. (Per Section 1614 of the State Administrative Manual )

(28] DATE SIGNED

. MAR, 17 1997
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State of California N
RECORDS RETENTION SCHEDULE
STD. 13 (REV, 592) N DEPARTMENT {13 SCHEDULE NUMBER (2) DATE (3)
Corrections 16842 December 1, 1996
ORGANIZATIONAL UNIT
See instructions on reverse INS: Institution Services Unit Page 1 of 2 Pages
R ADDRESS ) : DEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 {enaber, soeel ) NUMBER ()
1515 8 Sfreet, Sacramento 97-037
IFTEM | CUBIC | CALIFORNIA M|V
NUMBER | FEET STATE e i NTI PRA
ARCHIVES TITLE AND DESCRIFTION OF RECORDS d t RETENTION (Exemp®) ‘REMARKS
(Triple  space - USE ONLY (Triple-spuce between items) i a &
between  jtems) a t | OFFICE | DEPT, SRC | TOTAL PA
© o ® ©) ao [an | @ %) 4 (15 (16) 0]

Administrative Records:
Copies of general administrative records such as
correspondence, supervisor employse fites, budgets,
procurement, repons, eic..

* Retain per RRS 16000,

16842-1



State of Californla

RECORDS RETENTION SCHEDULE

STD, 73 (REV. 592} DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Corrections 16842 December 1, 1996
ORGANIZATIONAL UNIT
See instructions on reverse INS: Institution Services Unit Page 2 of 2 Pagesq
and in SAM 1600 ADDRESS  (mumiber, street, <yt gﬁrﬁ;ﬂnﬁﬂ‘l‘m OF GENERAL SERVICES APPROVAL
1515 S Street, Sacramento 97-037
ITEM CUBIC | CALIFORNIA M|V
NUMBER | FEET STATE . 3 i FRA
ARCHIVES TITLE AND DESCREPTION OF RECORDS d t RETENTION {Exempt) REMARKS
. (Friple  space USE ONLY (Triple-space between items) i a &
between  items) & I QFFICE | DEPT. SRC TOTAL IPA
) D (8 ) {19 | (1 (12) (13) (14) {15 (16) (17

0020 Incident Report Copies P A+2Y 8Y" A+ X Retain as active uatil keyed by OBIS,
Originals are keyed and transferred to storage by the 10Y then retain 10 years (two years in the
Offender Based Information System (OBIS), OBIS office and eight years at the

State Records Center.)

0030 Inmate letters P * * * Retain per RRS 17000,
Large (25%) and small (75%) controlied
correspondence received from inmates, public and
legisiature relating to inmate confinement (visiting,
mail, sentence, transfer, etc.)..

0040 Institution Operations P A+2Y 3Y | A+5Y Retain as active until completed, then
Coordinates, Evaluated and automates policies, retain five years (two years in the
procedures and systems for institution operations, office and three yeafs in the State

Records Center).
0050 Hekd § Wty Litigation Activities P A+3Y 4Y A+TY X1 Retain as active until closed, then
Archiven . A . ‘ \ .
Includes records of inmate institution or division retain seven years (three years in the
litigation activitiss. office and four years in the State
Records Center).

0060 %‘»ﬁé&a ? Special Projects P A+2Y 3Y | A+5Y Retain as active until completed,
Includes projects such as inmate visiting program and then retain five years {fwo years in
disciplinary system; personal computer-based the office and three years in the State
information system; departmentat uniform and ds Ca ‘
grooming standards; guidelines for community Recor nter).

Prisoner Mother programs; management performance
appraisal system implementation coordination of
division legistation related activities, etc..
16842-2



